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WHAT IS THE ONLINE RECORDS INDEX? 

The South Carolina Department of Archives and History holds millions of records documenting 

the history of the state and its people. Each year, tens of thousands of people access records 

either in person at the Archives, through remote research requests, or on the internet via the SC 

Electronic Records Archives and the Online Records Index (ORI). 

¢ƘŜ hwL ƛǎ ǘƘŜ {/5!IΩǎ ƻƴƭƛƴŜ ǇƻǊǘŀƭ ǘƻ a portion of our most accessed records such as plats, wills, 

and legislative papers (among many others). In order to increase access to these and many other 

records, archivists at the SCDAH began indexing selected series in the 1970s. For most series, 

indexing meant creating a list of names, place names, dates, and topics. Originally, these records 

were accessed via microfilm indexes in the SCDAH Research Room. Today, they are accessible 

online on the ORI! 

Since the early 2000s, the SCDAH has digitized records and paired the images with the original 

indexes. As of Spring 2020, over 308,000 records are indexed and over 125,000 of those records 

have images that can be viewed (and downloaded!) via the internet. In this guide, we will cover 

the types of records available, how to search them, and how to request access to indexed records 

that are not available in digital format. 

To navigate to the ORI, simply go to www.archivesindex.sc.gov. Once you have arrived, we 

recommend clicking άWǳǎǘ ǘŀƪŜ ƳŜ ǘƻ ǘƘŜ ǎŜŀǊŎƘ ǇŀƎŜΣέ ǿƘƛŎƘ ōǊƛƴƎǎ ǳǇ ŀ ƴǳƳōŜǊ ƻŦ ǎŜŀǊŎƘ 

options we will cover here. 

 

Figure 1 

https://scdah.sc.gov/news/2019-10/searching-south-carolina-electronic-records-archive
https://scdah.sc.gov/news/2019-10/searching-south-carolina-electronic-records-archive
http://www.archivesindex.sc.gov/
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WHAT CAN I FIND IN THE ORI? 

! ǿƛŘŜ ǾŀǊƛŜǘȅ ƻŦ ǘƘŜ {/5!IΩǎ ŀǊŎƘƛǾŀƭ ǊŜŎƻǊŘǎ ŀǊŜ ƛƴŘŜȄŜŘ ƛƴ ǘƘŜ hwLΦ From wills to committee 

reports, from school photographs to plats, the ORI has records that appeal to researchers from 

all backgrounds.  

It is important to note that although the ORI contains over 308,000 records with indexing 

information and over 125,000 images, it is by no means all of what the SCDAH has to offer. The 

{/5!IΩǎ ŎƻƭƭŜŎǘƛƻƴǎ Ŏƻƴǘŀƛƴ Ƴƛƭƭƛƻƴǎ ƻŦ ǊŜŎƻǊŘǎ ƻǳǘǎƛŘŜ ƻŦ ǘƘƻǎŜ ƛƴŘŜȄŜŘ ŀƴŘ ŘƛƎƛǘƛȊŜŘ ƘŜǊŜ ƛƴ ǘƘŜ 

ORI. To access records not currently indexed in the ORI, consult the guide for how to search the 

Archives Catalog and Summary Guide. 

Consult the Series Description List to see series indexed in the ORI.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://scdah.sc.gov/news/2019-08/searching-scdah-summary-guide-online-catalog
https://scdah.sc.gov/news/2019-08/searching-scdah-summary-guide-online-catalog
http://www.archivesindex.sc.gov/SeriesDescriptions/SerieslistMenu.html
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HOW DO I SEARCH THE ORI? 

There are several ways users can search for records in the Online Records Index. Usually, the 

ƳŜǘƘƻŘ ȅƻǳΩƭƭ ǳǎŜ ǘƻ ǎŜŀǊŎƘ ŘŜǇŜƴŘs on what type of research you are conducting. For example, 

genealogical researchers searching for a specific ancestor will almost always benefit most from 

searching by name. Historical or legal researchers may also benefit from name searches but might 

be better off searching by series, record group, or topic. It is also possible, and often helpful, to 

use multiple search terms to help narrow the scope of a search. Keep in mind that any and all of 

the methods discussed below can be combined to help refine your search! In this guide, we hope 

to illuminate the possibilities of searching on the ORI. 
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RESEARCH TIP #1: DROP-DOWN BOX 

When searching in any field on the ORI, once you start typing, a drop-down box will appear with 

available options to complete your search. If άbƻ 5ŀǘŀ CƻǳƴŘέ appears in the drop-down box, it 

means there are no records indexed in the ORI that have entries for that name/place/topic/etc.  

For example, when I begin typing my maternal 

ƎǊŜŀǘ ƎǊŀƴŘƳƻǘƘŜǊΩǎ ǎǳǊƴŀƳŜΣ wǳƳǇƘΣ ǘƘŜ drop-

down box comes up with a number of possibilities 

(Figure 2-B). When I continue to type, I learn that 

there are no Rumphs indexed whose first names 

begin with E (Figure 2-A): 

 

Figure 2-A 

 

This rule also applies when combining searches with 

multiple search terms. The drop-down boxes for 

each category will only include terms that actually 

appear together in an indexed record. The purpose 

of this is to never allow a searcher to complete an 

ά9ƳǇǘȅέ ǎŜŀǊŎƘΣ ƻǊ ƻƴŜ ǘƘŀǘ ǇǊƻŘǳŎŜǎ ƴƻ ǊŜǎǳƭǘǎΦ 

For example, if there are no records that mention 

David Rumph and Columbia, Columbia will not 

appear as an option in the drop-down box (Figure 

3). LŦ άbh 5!¢! Ch¦b5έ ŀǇǇŜŀǊǎ ƛƴ ǘƘŜ ŘǊƻǇ-down 

box, it means there are no records indexed with this 

combination of terms! 

 

Figure 2-B 

Figure 3 



www.archivesindex.sc.gov 6 

SEARCH METHOD #1: BY NAME 

The most common way to ǎŜŀǊŎƘ ǘƘŜ hwL ƛǎ ǘƻ ŜƴǘŜǊ ŀ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ƛƴǘƻ ǘƘŜ άCǳƭƭ bŀƳŜέ ōƻȄΦ 

Always enter names in this format: άLast Name, First NameΦέ Names of enslaved people are 

always indexed as άbŀƳŜ ό{ƭŀǾŜύΦέ Free Persons of Color, when identified as such in the record, 

are indexed as άbŀƳŜ όCǊŜŜ tŜǊǎƻƴ ƻŦ /ƻƭƻǊύΦέ You can use the search box to enter as many 

ƴŀƳŜǎ ŀǎ ȅƻǳΩŘ ƭƛƪŜ ŀǘ ŀ ǘƛƳŜΣ ƻǊ ǎŜŀǊŎƘ for a single name.  

It is also important to note that until very recentlyΣ ǎǇŜƭƭƛƴƎ ǿŀǎ ƴƻǘ ǎǘŀƴŘŀǊŘƛȊŜŘΗ ¸ƻǳǊ ŀƴŎŜǎǘƻǊǎΩ 

names may appear in any number of variant spellings. Remember that alternate spellings may 

need to be searched as well as the common, modern spelling of a name.  

¦ƴŘŜǊƴŜŀǘƘ ǘƘŜ άCǳƭƭ bŀƳŜέ ǎŜŀǊŎƘ ōƻȄΣ ǘƘŜǊŜ ŀǊŜ ǘƘǊŜŜ ƻǇǘƛƻƴǎΦ άCƛƴŘ !ƴȅέ ƛǎ ǘƘŜ ŘŜŦŀǳƭǘ ǎŜǘǘƛƴƎΣ 

and it finds records that contain any ƻŦ ǘƘŜ ƴŀƳŜǎ ȅƻǳ ŜƴǘŜǊΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ŜƴǘŜǊ ά{ƳƛǘƘΣ 

WƻƘƴέ ŀƴŘ ά/ǳba ό{ƭŀǾŜύΣέ ǘƘŜ hwL will find all records with either ǇŜǊǎƻƴΩǎ ƴŀƳŜ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ 

it. In this example, the ORI found 1,059 records (Figure 4). 

 

Figure 4 

However, when you search both names using the άCƛƴŘ ŀƭƭέ ƻǇǘƛƻƴΣ ǘƘŜ hwL ǿƛƭƭ ƻƴƭȅ ŘƛǎǇƭŀȅ 

records that include all names entered. When using the above example of John Smith and Cuba 

(Slave), the ORI produces 1 record with both names indexed (Figure 5). 

 

Figure 5 
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Finally, the άCƛǊǎǘ ƭŜǘǘŜǊǎέ ƻǇǘƛƻƴ ŀƭƭƻǿǎ ǳǎŜǊǎ ǘƻ ōŜƎƛƴ ǘȅǇƛƴƎ ŀ ƴŀƳŜ ŀƴŘ ŦƛƴŘ ŀƭƭ ƴŀƳŜǎ ǘƘŀǘ ōŜƎƛƴ 

with what they have entered. This option can be particularly useful for names with multiple 

spellings or endings, or when a researcher is interested in multiple people with the same 

ǎǳǊƴŀƳŜΦ [ŜǘΩǎ ǎŀȅ ǘƘŀǘ L ǿŀǎƴΩǘ ǎǳǊŜ ƛŦ WƻƘƴ {ƳƛǘƘΩǎ first name was Jo, Jon, John, Jonathan, or 

JoǎŜǇƘΦ ¦ǎƛƴƎ άCƛǊǎǘ ƭŜǘǘŜǊǎΣέ L ŎƻǳƭŘ ǘȅǇŜ ά{ƳƛǘƘΣ Wƻέ ŀƴŘ Ƙƛǘ ŜƴǘŜǊΣ ǇǊƻŘǳŎƛƴƎ нΣмсл ŜƴǘǊƛŜǎ ƛƴ ǘƘŜ 

ORI (Figure 6). 

 

Figure 6 
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Figure 8-A Figure 8-B 

SEARCH METHOD #2: BY PLACE 

The second method for searching the ORI is to look for place names. This can be useful for 

researchers who are specifically interested in a certain town, area, or geographical landmark. It 

can also help narrow down searches when combined with other search boxes.  

To search for a speciŦƛŎ ǇƭŀŎŜΣ ǳǎŜ ǘƘŜ άtƭŀŎŜǎέ ōƻȄΦ .ŜƎƛƴ ǘȅǇƛƴƎ ŀ ŎƛǘȅΣ ǘƻǿƴΣ ŎƻǳƴǘȅΣ ǊƛǾŜǊΣ ŎǊŜŜƪΣ 

street, ƻǊ ŀƴȅ ƻǘƘŜǊ ƎŜƻƎǊŀǇƘƛŎ ǘŜǊƳ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴΦ !ǎ ŀƭǿŀȅǎΣ ǊŜƳŜƳōŜǊ ǘƘŀǘ ǘƘŜ hwLΩǎ 

auto-complete drop-down menu will update with possible outcomes for your search. If there are 

not any ORI entries that mention your search term, the drop-Řƻǿƴ ǿƛƭƭ ǎŀȅ άbƻ 5ŀǘŀ CƻǳƴŘΦέ 

If a researcher was interested in any records 

that include Market Street in Charleston, they 

ŎƻǳƭŘ ōŜƎƛƴ ǘȅǇƛƴƎ άaŀǊƪŜǘ {έ ŀƴŘ several 

possibilities would pop up in the drop-down 

box (left). 

¢ƘŜ άtƭŀŎŜǎέ ǎŜŀǊŎƘ ōŀǊ ŀƭǎƻ ƛƴŎƭǳŘŜǎ ǘƘŜ 

ƻǇǘƛƻƴ ǘƻ άCƛƴŘ !ƴȅέ ƻǊ άCƛƴŘ !ƭƭΦέ ¢Ƙƛǎ 

ŦǳƴŎǘƛƻƴǎ ŜȄŀŎǘƭȅ ǘƘŜ ǎŀƳŜ ŀǎ ǿƛǘƘ ǘƘŜ άCǳƭƭ 

bŀƳŜέ ǎŜŀǊŎƘ ōŀǊΦ ²ƘŜƴ ǎŜŀǊŎƘƛƴƎ ƳǳƭǘƛǇƭŜ 

ǇƭŀŎŜ ƴŀƳŜǎ ŀǘ ƻƴŎŜΣ άCƛƴŘ ŀƴȅέ ǿƛƭƭ Ǉǳƭƭ ŀƴȅ 

records that include at least one of the search 

terms (Figure 8-A)Φ άCƛƴŘ ŀƭƭέ ǿƛƭƭ ƻƴƭȅ Ǉǳƭƭ 

records that include every search term 

entered (Figure 8-B).  

 

 

 

 

 

 

 

 

Figure 7 
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Figure 9-A Figure 9-B 

SEARCH METHOD #3: BY SERIES, RECORD GROUP, OR 

DOCUMENT TYPE 

Our records are typically arranged into Record Groups based on the office that created them and 

ǘƘŜƴ ƛƴǘƻ ά{ŜǊƛŜǎέ ōŀǎŜŘ ƻƴ ǘƘŜ ŦǳƴŎǘƛƻƴ ǘƘŀǘ ǘƘŜ ǊŜŎƻǊŘǎ ǇƭŀȅŜŘΦ CƻǊ ŜȄŀƳǇƭŜΣ ŀ ǇŜǘƛǘƛƻƴ ǘƻ ǘƘŜ 

General Assembly requesting that a bridge be built over the Wateree River would fall under the 

General Assembly Record Group (S165) and into the Petitions series (S165015). Often times, 

historical or legal research requires the researcher to look at entire bodies of records. This type 

of research is also available on the ORI.  

To view ŜƴǘƛǊŜ ǎŜǊƛŜǎΣ ǳǎŜ ǘƘŜ ά{ŜǊƛŜǎέ ǎŜŀǊŎƘ ōŀǊΦ ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƛƴǘƻ ǘƘŜ ǎŜŀǊŎƘ ōŀǊΣ ǘƘŜ ŘǊƻǇ-

down menu will automatically appear with every series currently indexed in the ORI. You can 

ǎŎǊƻƭƭ ǘƘǊƻǳƎƘ ǘƘŜ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ƻƴŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǾƛŜǿΣ ƻǊ ȅƻǳ Ŏŀƴ ǎŜŀǊŎƘΦ It is important to 

note ǘƘŀǘ ǘƘŜ ά{ŜǊƛŜǎέ ǎŜŀǊŎƘ ŦǳƴŎǘƛƻƴ ƛǎ ōŀǎŜŘ ƻƴ ǘƘŜ official title ƻŦ ǘƘŜ ǎŜǊƛŜǎΣ bh¢ ǘƘŜ ŀǊŎƘƛǾŜǎΩ 

ǎŜǊƛŜǎ ƴǳƳōŜǊ όŜȄΥ ά{мсрлмрέ, Figure 9-A). If you want to search for Petitions to the General 

Assembly, you would have to begin typing άtŜǘƛǘƛƻƴǎΣέ bh¢ ά{мсрлмрέ (Figure 9-B). 

 

 

 

 

 

Searching for series is probably the most common way 

to access entire sets of records, but you can also use the 

άwŜŎƻǊŘ DǊƻǳǇέ ƻǊ ά5ƻŎǳƳŜƴǘ ǘȅǇŜǎέ ǎŜŀǊŎƘ ōŀǊǎ ǘƻ 

ŀŎŎƻƳǇƭƛǎƘ ǎƛƳƛƭŀǊ ƻǳǘŎƻƳŜǎΦ ά5ƻŎǳƳŜƴǘ ǘȅǇŜǎέ Ŏŀƴ ōŜ 

ǇŀǊǘƛŎǳƭŀǊƭȅ ǳǎŜŦǳƭ ǿƘŜƴ ŎƻƳōƛƴŜŘ ǿƛǘƘ άCǳƭƭ bŀƳŜέ 

ŀƴŘκƻǊ άtƭŀŎŜǎΦέ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ŀǊŜ ƻƴƭȅ ƛƴǘŜǊŜǎǘŜŘ 

ƛƴ ŦƛƴŘƛƴƎ ŀ ǿƛƭƭ ŦƻǊ WƻƘƴ {ƳƛǘƘΣ ȅƻǳ Ŏŀƴ ǘȅǇŜ ά{ƳƛǘƘΣ 

WƻƘƴέ ƛƴ ǘƘŜ άCǳƭƭ bŀƳŜέ ōŀǊ ŀƴŘ ά²ƛƭƭǎέ ƛƴ ǘƘŜ 

ά5ƻŎǳƳŜƴǘ ǘȅǇŜǎέ ōŀǊ (Figure 10)Φ !ƎŀƛƴΣ ƛŦ άbƻ Řŀǘŀ 

ŦƻǳƴŘέ ŀǇǇŜŀǊǎ ƛƴ ǘƘŜ ŘǊƻǇ-down box, it means that 

there are currently no documents of that type 

associated with the name you have entered. 

Figure 10 
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Combining search terms like names and series, document types, or record groups is the best way 

to narrow down broad searches. If you are looking for something specific, like a will for John 

{ƳƛǘƘΣ ǘƘŜ ŦŀǎǘŜǎǘ ǿŀȅ ǘƻ ŦƛƴŘ ƛǘ ƛǎ ǘƻ ŎƻƳōƛƴŜ ά{ƳƛǘƘΣ WƻƘƴέ ǿƛǘƘ ά²ƛƭƭǎέ ƛƴ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘȅǇŜǎ 

bar.  

 

RESEARCH TIP #2: SORTING AND CUSTOMIZING RESULTS 

Once you have completed a search, the ORI has several options for sorting and customizing the 

appearance of the resultsΦ ¢ƻ ǎƻǊǘ ǊŜŎƻǊŘǎΣ ƳƻǳǎŜ ƻǾŜǊ ǘƘŜ ά{ƻǊǘέ ƭƛƴƪ ǘƻǿards the top of the 

screen. You can choose to sort the records alphabetically by description, chronologically, or 

sequentially by Archives ID (which essentially puts records in the same order they appear in 

archival boxes or on microfilm) (Figure 11). You Ŏŀƴ ŀƭǎƻ ƳƻǳǎŜ ƻǾŜǊ ǘƘŜ ά/ǳǎǘƻƳƛȊŜέ ƭƛƴƪ ŀƴŘ 

choose to hide any of the indexing information. This feature can be nice when browsing records 

looking for specific names, places, or topics, because you can hide all other information from the 

screen. 

 

Figure 11 

At the bottom of the page, the ORI will list how many items per page are being displayed and 

how many pages are available for the current search terms. You can, of course, change the 

number of items per page and navigate between pages here.  

Please note that the sort, customize, and navigation features are not only for searching entire 

series, but work with any and all searches within the ORI. 
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Figure 12-A Figure 12-B 

SEARCH METHOD #4: SEARCHING BY TOPIC 

The Archives has identified and entered almost 17,000 topics into the indexing information on 

the ORI. Researchers can search for records based on these topics using the same rules as every 

ƻǘƘŜǊ ŎŀǘŜƎƻǊȅΦ CƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ Ƴƻǎǘ ŎƻƳƳƻƴ ǘƻǇƛŎ ƛƴŘŜȄŜŘ ƛƴ ǘƘŜ hwL ƛǎ ά{ƭŀǾŜǎΣ bŀƳŜŘέ ǿƛǘƘ 

more than 20,000 entries. This search could then be combined with a place name, a specific 

ŜƴǎƭŀǾŜŘ ǇŜǊǎƻƴΩǎ ƴŀƳŜΣ ƻǊ ŀ ǎƭŀǾŜ ƻǿƴŜǊΩǎ ƴŀƳŜ ǘƻ ƘŜƭǇ ƴŀǊǊƻǿ ǘƘŜ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎ ǘƻ ƘŜƭǇ ŦƛƴŘ 

ŀƴ ŜƴǎƭŀǾŜŘ ŀƴŎŜǎǘƻǊΦ hǊ ƛƴ ƻǘƘŜǊ ŎŀǎŜǎΣ ǳǎƛƴƎ άCƛƴŘ !ƭƭέ ŀƴŘ ŎƻƳōƛƴƛƴƎ ǘƻǇƛŎǎ ƭƛƪŜ ά{ƭŀǾes, 

9ǎŎŀǇŜŘέ ŀƴŘ ά.ƭŀŎƪǎΣ CǊŜŜέ ŎƻǳƭŘ ƭŜŀŘ ŀ ǊŜǎŜŀǊŎƘŜǊ ǘƻ ƛƴǘŜǊŜǎǘƛƴƎ ŦƛƴŘƛƴƎǎ ƛƴ ǘƘŜ hwLΦ  

hƴŜ ƛƳǇƻǊǘŀƴǘ ƴƻǘŜ ƛǎ ǘƘŀǘ ƛƴ ǎƻƳŜ ŎŀǎŜǎΣ ǘƘŜ ά¢ƻǇƛŎǎέ ǎŜŀǊŎƘ ōƻȄ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ƴŀǊǊƻǿ ƳǳŎƘ 

broader series by a specific subset of records a researcher may be interested in. For example, 

General Assembly Committee Reports (S165005) is a broad series that contains reports from a 

variety of different standing and ad hoc committees. These records are arranged chronologically, 

not by committee!  

¢ƘŜ hwL ŀƭƭƻǿǎ ŀŎŎŜǎǎ ǘƻ ǘƘŜǎŜ ǊŜŎƻǊŘǎ ƛƴ ǿŀȅǎ ǘƘŀǘ ǇǊŜǾƛƻǳǎƭȅ ǿŜǊŜ ǳƴŀǾŀƛƭŀōƭŜΦ Lƴ ǘƘŜ ά¢ƻǇƛŎǎέ 

field, the ORI indexes each committee report by committee. If a researcher was only interested 

ƛƴ ǊŜǇƻǊǘǎ ŦǊƻƳ ǘƘŜ /ƻƳƳƛǘǘŜŜ ƻƴ CƛƴŀƴŎŜΣ ǘȅǇƛƴƎ άCƛƴŀƴŎŜΣ /ƻƳƳƛǘǘŜŜ hƴέ ƛƴǘƻ ǘƘŜ ¢ƻǇƛŎǎ ōƻȄ 

ŀƴŘ ŎƻƳōƛƴƛƴƎ ǘƘŀǘ ǿƛǘƘ ά{мсрллр ό/ƻƳƳƛǘǘŜŜ wŜǇƻǊǘǎύέ ƛƴ ǘƘŜ {ŜǊƛŜǎ ōƻȄ would narrow the 

almost 24,000 reports (Figure 12-A) down to just over 750 reports (Figure 12-B) filed specifically 

by the Finance Committee.  
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SEARCH METHOD #5: SEARCHING BY DATE 

It is fairly uncommon for a researcher to ǿŀƴǘ ǘƻ ǎŜŀǊŎƘ ǘƘŜ {/5!IΩǎ ǊŜŎƻǊŘǎ ōȅ ŘŀǘŜΣ ōǳǘ ƛǘ Ŏŀƴ 

ōŜ ǳǎŜŦǳƭ ǘƻ ǳǎŜ ǘƘŜ ά5ŀǘŜǎέ ōƻȄ ǘƻ ƘŜƭǇ ƴŀǊǊƻǿ ƻǘƘŜǊ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎΦ ¢ƘŜ ά5ŀǘŜǎέ .ƻȄ ƛǎ 

significantly different from the other search boxes in that you must first choose which type of 

date you want to enter. The options for searching dates are: Single Year, Single Month, Single 

Day, Range of Years, Range of Months, Range of Days, and Undated.  

Each of these date types can be useful in their 

own way, but possibly the most useful are the 

άwŀƴƎŜέ ƻǇǘƛƻƴǎ. For example, choosing 

άwŀƴƎŜ ƻŦ ¸ŜŀǊǎέ ǿƛƭƭ ōǊƛƴƎ ǳǇ ǘǿƻ ōƻȄŜǎ ǘƻ 

ŜƴǘŜǊ ȅƻǳǊ άƭƻǿ ŘŀǘŜέ ŀƴŘ ȅƻǳǊ άƘƛƎƘ ŘŀǘŜΦέ LŦ 

you were trying to find a record from a specific 

time period, or you were only interested in 

multiple records from a specific time period, 

this would be a perfect way to achieve that 

goal. 

Note that in Figure 13Σ ά{мсрллр ό/ƻƳƳƛǘǘŜŜ 

wŜǇƻǊǘǎύέ ƛǎ ǎǘƛƭƭ ƛƴ ǘƘŜ ά{ŜǊƛŜǎέ .ƻȄΦ ¢ƘŜ 

ά5ŀǘŜǎέ ōƻȄ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƎƛǾŜǎ ǘƘŜ ǇƻǎǎƛōƭŜ 

range of records within that series (9/17/1776 

thru 12/31/1884). Searching dates outside of this range will not be possible, and any date entered 

lower than 1776 or higher than 1884 automatically reverts to the lowest or highest applicable 

date. If any other search boxes were altered, the possible date range would update according to 

the possible results.  

WitƘ ǘƘŜ ά5ŀǘŜǎέ ǎŜŀǊŎƘ ōƻȄΣ ƛǘ ƛǎ 

possible to return 0 search results. 

CƻǊ ŜȄŀƳǇƭŜΣ ŎƘƻƻǎƛƴƎ ά{ƛƴƎƭŜ 

aƻƴǘƘέ ŀƴŘ ǘƘŜƴ ƛƴǇǳǘǘƛƴƎ 

άмтттκмлέ ƛƴ ǘƘŜ ŘŀǘŜ ōƻȄ ǿƛǘƘƛƴ 

the S165005 (Committee Reports) 

Series will produce the result 

shown in Figure 14. Should this 

occur, simply broaden your search 

using a range of months or 

choosing an entire year! 

Figure 13 

Figure 13 
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RESEARCH TIP #3: IMAGES FILTER  

!ǎ ǇǊŜǾƛƻǳǎƭȅ ƳŜƴǘƛƻƴŜŘΣ ǊƻǳƎƘƭȅ пл҈ ƻŦ ǘƘŜ hwLΩǎ ƛƴŘŜȄŜŘ ŜƴǘǊƛŜǎ ƘŀǾŜ ƛƳŀƎŜǎ ŀǘǘŀŎƘŜŘΦ LŦ ȅƻǳ 

are only interested in searching for records ǘƘŀǘ ƘŀǾŜ ƛƳŀƎŜǎΣ ǘƘŜ hwLΩǎ άLƳŀƎŜǎέ ǎŜŀǊŎƘ ōƻȄ 

ŀƭƭƻǿǎ ǘƘƛǎΦ ¢ƻ ŀƭǘŜǊ ȅƻǳǊ ǎŜŀǊŎƘ ōŀǎŜŘ ƻƴ ǘƘŜ ŀǾŀƛƭŀōƛƭƛǘȅ ƻŦ ƛƳŀƎŜǎΣ ŎƭƛŎƪ ǘƘŜ άLƳŀƎŜǎέ ŀǊǊƻǿ ŀƴŘ 

ŎƘƻƻǎŜ ǘƻ ǾƛŜǿ άwŜŎƻǊŘǎ ǿƛǘƘ ƻǊ ǿƛǘƘƻǳǘ ƛƳŀƎŜǎέ όǘƘƛǎ ƛǎ ǘƘŜ ŘŜŦŀǳƭǘ ƻǇǘƛƻƴύΣ άhƴƭȅ ǊŜŎƻǊŘǎ ǿƛǘƘ 

online imaƎŜǎΣέ ƻǊ άhƴƭȅ ǊŜŎƻǊŘǎ ǿƛǘƘƻǳǘ ƻƴƭƛƴŜ ƛƳŀƎŜǎέ (Figure 15).  

Each of these options can be useful. For 

general use to find out what the ORI has 

containing your search terms, always 

use the default option (Records with or 

without images). If you are researching 

from a distance and only want to see 

actual records, chooǎŜ άhƴƭȅ ǊŜŎƻǊŘǎ 

ǿƛǘƘ ƻƴƭƛƴŜ ƛƳŀƎŜǎΦέ ¢ƘŜ Ŧƛƴŀƭ ƻǇǘƛƻƴ ƛǎ 

particularly useful when a researcher is 

planning a trip to the Archives. By 

viewing records without online images, researchers can make a list of records they want to see 

when physically in the Archives building. This can make their time in the Archives more fruitful 

and efficient! 

 

 

SEARCH METHOD #6: SEARCHING BY DESCRIPTION (KEYWORD) 

Should all of the above methods and combinations of methods not meet your needs, try clicking 

άDƻ ǘƻ 5ŜǎŎǊƛǇǘƛƻƴ {ŜŀǊŎƘΦέ ¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ ŀ ǎƛƴƎƭŜ ǎŜŀǊŎƘ ōƻȄ ǘƘŀǘ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǘȅǇŜ ƛƴ 

any word or words you choose. The entire description of a record is searchable with this option. 

bƻǘŜ ǘƘŀǘ ǘƘŜ άŘǊƻǇ-Řƻǿƴ ōƻȄέ ǊǳƭŜ ƻŦ ǘƘǳƳō ǎǘƛƭƭ ŀǇǇƭƛŜǎ ƘŜǊŜΦ  

Searching by description can be helpful if you cannot seem to produce results on the standard 

search page, but under normal circumstances the standard search page should be equipped to 

handle your search parameters.  

 

Figure 14 
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RESEARCH TIP #4: DOWNLOADING FROM THE ORI 

Once you have completed your search using the above methods, hopefully you have found a 

record you want to see! In some cases the images will not be available online, so you will need 

to order a copy or view the records in the archives building, which we will cover below.  

In other cases where the images are 

available online, a thumbnail will 

appear in the upper left corner of the 

entry. For example, if I search 

άwǳƳǇƘΣ WŀŎƻōέ ŀƴŘ Řƻ ƴƻǘ ŀƭǘŜǊ ŀƴȅ 

other search boxes, several records 

appear in the results (Figure 16).  

Notice how the Plat for 

300 Acres has a thumbnail 

and the Land Grant and 

Memorial do not? This is 

because the Colonial Plats 

Series (S213184) has 

images, while S213019 

and S111001 (Land Grants 

and Memorials) do not. To 

view the Jacob Rumph 

plat, simply click on the 

thumbnail! 

There are several things worth noting in Figure 17. In the upper left corner, notice that it says 

άмκмΦέ ¢Ƙŀǘ ƳŜŀƴǎ ǘƘŜǊŜ ƛǎ ƻƴƭȅ ƻƴŜ ƛƳŀƎŜ for this record. If there were multiple images, you 

would be able to click an arrow on the sides of the page to navigate between them. Next, notice 

the magnifying glasses in the upper right corner. These allow you to zoom in and zoom out. You 

can also use the mouse to click and drag the image after you have zoomed. Finally, notice the 

arrow pointing downwards to a horizontal line. This button allows you to download the image as 

it appears on the screen. If you have found an image that you want to save or print, click the 

download button. The image will saǾŜ ǘƻ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ŘƻǿƴƭƻŀŘ ŦƻƭŘŜǊΣ ǘƛǘƭŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ 

Archives ID. After downloading, you are free to rename, save, or print the image based on your 

needs.  

Figure 16 

Figure 17 








